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x. asmauLL 

Thi* not lev announces s progrns te ensure vhe tiaely submission of 

Fitness Report* sa^eodifie# the Instructions for preparing Tor* 45, 

Fitness Report i or the — ow ifce sCbMitted in lien thereof. 

a. rotici or rrnrasB joeporto doe aid ranjiyuwr 

a. The Director of Personnel will provide Operating Official ■ vita 
monthly roetere of thoee employees whose Fitness Reports art due 
In 49 days. 

h. Annual Fitness Reports will.Ve considered, delinquent if thej ore n at 
completed properly sad received is the Office Of Rerecsnel hy the 
due date* shown in the Schedule for Stfcfdssioa of Axsrasl Reports, 
which is included in the "Direotioos for Coexisting Fans 45, Fitness 
Report. * An a^loyee’s initial Fitness R epor t Pill he considered 
delinquent if it is sot reoelted ten Month* after his entrerce on duty 



a. ihe Director of personnel rill provide Opereting Officials *nth 
aonthly rosters of individual* whose Fitness Reports are de irquect 
with an indication of the length of tias each report is overdue, 
in addition, the Director of Personnel will report delinquencies of 
store then 60 days to the Deputy Director concerned. The Deputy > 
Direct or of Central Intel 11 guns will he inf creed concerning 
Fitness Reports which **» 0*li»iu*s*t «tf than JO days. 

3. KXADSKDOCDtT R EPORTS 

It is especially i*partf»t thettttness Reports he prepared 
upon the reassigrasmt of anhlmce or their supervisors as it* 
ficuit to fill » gap u mm 4 #* ippioyn 1 * 

nance once he and hi* supervise* Recaps sfpsqp»ted.‘ 9Jse prepayfV 
reassigns** report* ohriatf sfHfli* 4 to prepsre fffly annual rf 
which hecose due vithin the nfsrt 9Q d*ar». * 


4. PKKPARATIOV OP 



RffeotiTt 1 April , 
Conpleiing Fora 43 # Htfisft 
Reports are Modified as 
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a. In evaluating both performance of specific duties and overall 

performance, the supervisor Bhall use a single rating letter ^.1 

without the addition of decimals* plus or minus signs* or other ' s '* 
modifications. 

b. When an employee's overall performance is rated "Outstanding" the 
supervisor shall state in an attachment to Form 45 whether additional 
special recognition is warranted and* if so, the form of recogni- 
tion being accorded or contemplated. 


c. in completing Section C of Form 45* full narrative comments should 
be made on each appropriate element. The narrative comments may 
include reference to a specific duty. Statements such as "no 
change from previous report" shall not be used. 


d. Whenever a memorandum is submitted in lieu of Form 45 for an 
employee in grade QS-l4 or above, care must be taken to ensure 
that the memorandum observes the basic purposes of a Fitness 
Report. It must contain the identifying information required 
in Section A of Form 45* a general description of the duties per- 
formed* and one rating, from among those defined in Section B of 
Form 45, to describe the employee’s overall performance in his 
current position. It must also bear the signature of the super- 
visor and the reviewing official, and must either be signed by 
the employee or contain an explanation for the absence of his 
signature. 

5- RESPONSIBILITIES 

Operating Officials are responsible for bringing this notice to the 
attention of all supervisor* under their Jurisdiction and for ensuring 
compliance with these instruction, 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


* , -t- 

L. K. WHITE 
Deputy Director 
(Support) 

DISTRIBUTION: AB ' \ 7 " ’ 

■ *• 


Approved Fo'r Release 2002/08/^5 : CIA-RDP84-00780R0009001 20002-0 

C *0 -N -F -I -D -E -If -%-I-A-L 

■ ■- - . * ■ 




